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Chapter 1. Categories

1.1. Category

A category is a means to group your events or other categories together. In InDiCo 'Home' is the top

level category in which you start from. Inside a category you can add events or other subcategories, set
access rights to say who can access or modify, re-allocate the sub- categories, remove the sub-categories
and also delete the current category and everything it has inside it. These features are accessible through
'modify’ (if you have modification rights) on the Tools menu inside the category. You will then be in the
Management Area for Category.

1.2. Creating a Category

From the Management Area you can create a new category you will need to have an administrators
account or be listed in the modification l{8ee Access Controfpr the category. Inside the main tab

(See Main)n the management area you have the option to 'add sub-category’ from there you will need
to fill in details for the new category. Your new category will then be created.

Eri Category[ I

Main | decess Control | Tools |

Creation of a mew sub-category

Description =]
Default lectures style [ aequre -I
Default meetings style I_hr”_«ﬂ v =

u:u_kJ cancal |

1.3. Category Management Area

1.3.1. Main

From the main tab in the Category Management Area:
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(@ ceteoo -/ ENEREE
Fain | Aecess Control| Conference creation control | Tawls|
hame Category 1 madify
Description
Icom Hong
Doelault leclires
xl-.'Iann' Add Event
Default meetings foneo style 28 | et
shyle -

nﬁ.'n Mpating

o m

Default events up B9 lewels

Contents ™
™ meeting 1

[ Conference 1

re-allocale

add subcakag

You can modify the details of the category; including the default styles for meetings and lectures within
the categorySee Meetingsr Lectures) You can also add, remove and re-allocate events or sub
categories.

1.3.2. Access Control

From the management area you can protect your category using the 3 controls for access levels:
Modification Control, Access Control and Domain Control. You can add Users or Groups to the
Modification and Access Control lists.

Main [Acress Control |[Conference creation control | Teals |
Moadification control
Fanagers
fuaprs slovesd to modefy) eIl
add
Access comtrml
Current status PUBLIC (rmahe it PRIMATE :
Users allowed to acoess
add
Allowred domains
{iF ne domain is selectod TS
mo control in spplisd) |S-a|ec1' ﬂ add

N
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Modification ControCategory Managers can be added to a category to allow access to the management
area for modification. Category managers are either those listed in the modification control list, or
administrators. The creator of a category will be able to modify it without be listed.

Access Contrah category can be public or private; Public: Any body can view a public category and

any user can add events to it. However users will only be able to see the events inside the category to
which they have access to. Private: Only those users in the access list or administrators can access the
category and add events. When a Category is made private, the option for domain control is omitted and
any event or category made inside will also be private. The category will be displayed with "(protected)"
after its name to show it is private.

Domain Control- Access to a category can be defined by IP addresses in a domain. A domain needs to
be created from the Admin tab of the Tools menu before you can add them to the access list.

1.3.3. Conference Creation Tool

In categories other than '"Home’ you have a tab called 'Conference Creation Tool’, from here you can
restrict who is able to add events to the category. If you restrict it then you need to add users to the list to
allow them to add events.

‘:1_! Categor vy Fy

Main | Access Control [Conference creation control | Tools |

Conference creation control
Current staty OPENED RESTR'CTI‘I

Izers allowed to

r PEmove
creats conferances

add

1.3.4. Detail Modification & Sub-Category/Event Organisation

The details of a Category can be modified and sub categories can be organised from the main tab in the
management area. Details can be modified by clicking on modify inside the main tab. Sub-categories and
events can be organised in the particular order you wish to view them by using the order drop down box
next to each sub-category.
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ne e

[ =] sub cotegory 1

re-alocale
|2 =] Sub category 2

addl subcatag

You can re-allocate a sub-category or event by selecting the one you wish to move using the tick box and
clicking on re-allocate, you will then be asked where you would like to reallocate this sub-category/event
to. To remove a sub-category or an and anything it contains or an event select it and click remove, if it
contains anything you will be asked if you are sure you want to delete.

1.3.5. Deleting a Category

To delete the current category you are in you can go to the Tools tab in the management area and select
'Delete this category’ you will be asked to confirm the deletion first.
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2.1. Conference

<1521 A conference is the most comprehensive event in InDiCo. You can create tracks in which

you can call for abstracts to be submitted; these abstracts can then be accepted and become contributions
in your conference. A timetable can be created which can include many sessions; these sessions can be
split into slots if you need to further divide the session. The sessions and slots can contain contributions

or you can directly have a contribution in the timetable. Contributions can have sub contributions.

Material for example papers can be added to these contributions, sub contributions, sessions and directly
to the conference.

2.2. Creating a Conference

If a category is public or you have access rights to it you can create a conference in this category. To do
this click on 'Conference’ under Add Event you will be presented with a form in which you need to fill
with the details of the conference you wish to create. Once this is done your conference will be created.
The creator of this conference will by default have modification rights to it and is referred to as a
Conference Manager as is anyone else listed in the modification access control list.

LJI?‘?To access the Management Area of a conference you need to click on the modification icon next to the
Conference Name.

2.3. Setting up a Conference

Once your conference is created the Conference Manager can start setting up the conference from the
Management Area -

« Set up your Access Control to restrict or allow users the rights to access or modify the con{&emce.
Access Control Management)

- Start adding Tracks to your conference to define areas to help with organisation, a Track Manager can
be assigned to each track to co-ordinate which abstracts to accept into thes€SeRsogram
Management)

- Start calling for abstracts. Abstracts are proposed contributions to your conference. By default when
you first create a conference calling for Abstracts is disabled. You can enable this in 'Abg{Baets’
Abstracts Management)

« Start looking at which submitted Abstracts you wish to accept into your conference, they will then
become contributiongee Contributions Management)
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- Start setting up a Timetable to organise what will be happening where and what contributions,
materials etc will be includefSee Timetable Management)

« Look at customising the look of your conference when users come to vi&ed Display
Management)

- If those that will attend your conference need to register and give details concerning their needs while
at the conference, you can set up a registration H@&®ee Registration Management)

- There are options to make offline versions of your conference, to clone your conference and to perform
other tasks on the whole of your conference once you have one g§8agConference Tools)

2.4. Conference Management Area

The Management Area allows you to control the different parts of your conference the following sections
will show each area of the Conference Management.

The frames surrounding each management area, give you access to either the modification area above or
to a display of that area.

E ¥ e mnt Conference 1

Contrib@tion Contribution 1

sub Contribotion e —

1

Clicking on the left hand ico S will take you to the Display area for the area you are on, e.g.
contribution(See Contribution Diplay)

Clicking on the name of the event or contribution etc will take you directly to the management area for
the event / contribution.

2.4.1. Main Management

From within the Main Tab you can (Some parts of the screen may not be visible in the pictures):
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=i canterencefin

i | Pregramme | Contribartions | ook of Abstracts | Time Table | Call for Abstracts | Abstracts | Access Control | Registeation Fore | Registrants | Display | Tooks |

Title Corfanancs 1
Description Description of Corference 1
Mace Corference Placs

Fooymy Corference Foom 2
start date Friday 21 Jarwary 2005 08:00
il date Tuesday 25 January 2009 13:00
Additisnal info
Suppoert email medma . ooem

Default style --A0T BT
Vislbility o 85 bvals madiy
halrperson ;
L]
material
o iy aterlal 2 TR MR
= \I " rial 1 Addilipral matenal =| Sdd
Type af ibrilistinn o
add

- Modify the general information of the conference, e.g. name, Description, dates etc. The Support
email if you supply one will be the support email linked from the bottom of the Display Menu , in the

Conference Display Aregsee Conference Display)

¥ gook of abstracts [PDF]
* Scientilic Programme
¥ Timetahle

“f support

- Add or remove chairpersons to/from the conference

« Add or remove Materia|See Material)

- Create a type of contribution for your conference, for example, oral presentation. This contribution
type can be chosen for any abstracts or contributions added to the conference.

- Close the conference from the status area which means it is over, it cannot be accessed by anyone once
it has been closed.

2.4.2. Program Management

From the program tab you can add / remove tracks and access each of th¢3exRsacks below)
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Canference[STrTeenepary

Malm [ progrsmimne | Cantr | Bk of Abstracts | Time Table| Call fer Abstracts | Abstracts | Access Control | Archiving | Registratien Form | Registrants | Display | Tools |

+ r Tradk 1
*

[ Trach 3
M Filal
Y r Track 3

sermaree sekecied I erInﬁch

2.4.2.1. Tracks
Tracks are parts of the conference in which abstracts and contributions can belong to. Inside those tracks
you can do the following things:

« Main - Modify the Code; a code can be used if you prefer to use codes as apposed to using long titles.
The Title and the description can also be modified.

E v & n kE Conference 1

me-u f

“Lain | Conrdinatiom control | Abstracts | Comtributions |

Cole T1
Title Track 1

Description =

- Coordination Control - Assign 'Track Manager(s)’ to the track who can decide what is accepted into

their track. A Track Manager does not have modification access to the rest of the conference, they have
access only to the modification of their Track.

m"«t 1E

Main | pordination control | Absiracds Cuulriluﬁnnul

UWeers allowed to coordimate this track

TR
T USER, User Ty
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« Abstracts - Show any abstracts which have been submitted into the track, the Track manager can then
propose to accept or reject it. Only the Conference Manager can have the final say in whether an

abstract is accepted / reject¢8ee Abstracts Management)

« Contributions - Show any contributions that belong to that t(&wde Contributions)

2.4.3. Contribution Management

The Contributions Tab shows all the contributions in the conference these may have come from either
accepted abstracts or added by the conference mangers.

i confarenceEnin i

TyipE s SRR RINS

L]
LR

tracks

apaly

T

il ate Iype Tithe
C an- ] Comtribution 1

LU

Found contributions (1] nwlrl'm:llIFDFmiIImrlmuﬂlllmnﬂpmnpufnllpln:nln-gaufil_

Irack, sl

e salected I
POF of saleiad I

suthor §st of selkcted |
matan al package of selechad |

From the contributions tab you can:

« Create new contributions

« Access ContributionESee Contributions)
« Search for certain contributions

« Move contributions

« Create a PDF of contributions

« Show the authors of contributions

- Create a zip file of material from contributions
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« Create a zip file of all the proceedings.

2.4.3.1. Contributions

Each contribution has its own management area, (Some parts of the screen may not be visible in the
pictures).

From inside the Main tab you can:

i E v e nt Conference 1
ContributienEETHEERT
“tain | Suh Contribution | Aceess Comtrol | Archiving | Teols |
Contribution IO 1-}"_"
litle Costribution 1
Descrigtion
PMace Corfereros Flacs
Raom: Confarance Aoom 2
Date Manie
Juration OOhDd"
Type e ity
rack i |'rl-:b. 1 EI changu
- .éus-un13 charge
Frimary authors
ramowa
to co-author
|
[ at r e
10 pamary
|
resent

+ Modify the main details of the contribution for example, name, duration etc.

- Change which track this contribution is assigned to.

« Change which session this contributions is include¢Siee Timetable Management)
« Add / change authors and co-authors.

« Add / change the presenters of the contribution.

- Add Material to the contribution and access the mat¢siaé material)

« Withdraw the contribution from the Conference.

From the subcontributions Tab you can:

10
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mmmnutm 14

Maln[Gub Contribution | Access Contrel | Archiwing | Tosds |

|1 = sub Contribution1
[ |2 2l Sub Contribwtion 2

remae alettad | add sl conerbution

» Add / Remove a sub contribution.
- Change the order of sub contributions by using the drop down priorities.

« Access each sub contributig8ee sub-contributions)

From the Access Control Tab you can:

-mmmmm I
Main | Subs Contribation [ 5o Control | Archivisg | Tools |
Suhmiiters
. _temane |
arh:lI
Manager
fasems alorserd ta e Fy) remue
wdd
Current statys PUBLIC frmake ERIVATE 5
Users alloveed to sccess PR
i
Allevied doenains
f ma domain is sslected Ll "5“'3” ]"
dwe i vuin bl v aqagdied add

- List the users that can submit material into the contribut{@ese Material)

- List the users that can Modify the contributions

11
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« Make the contribution Public or PrivatBublic: Any user can view the contribution®rivate: Only
users listed in the access / modification / submission control can access the contribution.

- List the domains that can access the contribution (only available if contribution is public)

From the Tools tab you can:

m:-mtrmumn 1f

staln | Sub C hution | &coess Control | Archivisg [Toos|

ﬁ Delete this contributien
* Mowe this contribution

e irite minutes for this contribetion

- Delete the Contribution
- Move the Contribution

- Write the minutes for the contribution, these will be attached to the material for the contrifsgi®n
Material).

2.4.3.2. Sub Contributions

Sub Contributions can be added to contributions to organise the contribution further.

Ew & nt Conference 1
K Contribmtiomn Contribution 1
mem Contritution1 14
Wain | Toalx |
Tithe Suby
Cantributionl
Description Dagsiptan of
Sub
Cantibimon
1
T
uration 00h15° Aﬂﬂ‘ﬁ'
Fresenten
T
0o
Materia
FETTVE
Edilional rralans = | Bt
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From inside each sub contribution you can modify the general details, add or remove presenters and
attach material the same as you can for contributions. From the Tools tab in a sub contribution you can
delete that sub contribution or write the minutes for it, these will be attached to the material for the sub
contribution.

2.4.3.3. Material

Material can be submitted by a user once their abstract has been accepted and made into a contribution.
Material can also be added by the Conference Manager into the conference directly, or into a
contribution or sub contribution. From inside a contribution, you can add - General Material, Slides,
Videos, Minutes or Papers.

EI
Material Prrn

Addmnal malana * ldcll

Addianal matenal
Slidan —

wathdraw eides

4 ]
_

Within each of those types you can add files or URL links as the resources for these materials, you can
also modify the general details for the material.

E ¥ @ nb Conferanie 1

Contribwutisn Comtribution 2

,F-mmﬁm &

“hain | Aceess Contral |

Title Widea
v soription Descnpbion of video

¥ madly J

Hear | Wideo Fila i1 v

™ Link fer ¥ideno |7t traalin ad link

add il

PMain rESsirte
== M2 Main resous -- aakecl..

When you add a paper, the main resource for that paper will show in the proceedings document you can
create from the contributions tab in the conference. For each material access rights can be set, from
inside access control you can list those users that can view the material.
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2.4.4. Abstracts Management

The abstracts Management in InDiCo is in three parts - Calling for Abstracts, the Abstracts themselves
and the Book of Abstracts.

2.4.4.1. Calling for Abstracts

The call for abstracts needs to be enabled first from the 'Call for Abstracts’ tab. From here you can set
the submission dates and the deadline for any abstract submissions. You can also add any
announcements. If you want to allow any users to make submissions after the deadline you can give
those users access to do so.

| tbain | Prosgramene | Comtributions | Book of Abstrects | Time Table [©a0 for dbstrace: | Abstracts | Aoess Control| Archiving | Registration Form | Registrants | Display | Tosls |
o g pn | DISABLE
breds s i Frickay 20 lanuary 2005

on =0 Erigay 28 January 2005

siodificat
dific " ot spa cifeed -
eadine

2.4.4.1.1. Notification Template

When a user submits an abstract they will receive an email letting them know the abstract has been
submitted successfully. You can customise this email by adding your own Notification Template. If you
do not create a notification template a default email will be sent. You can include in this template
information about the conference or the abstract for example the conference title, to do this insert

%(conference_title)s

in place of where you would like the conference title to be. The tags available to put in your template are
listed in the 'Available Tags’ box.

14
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| stain | Programen | ©

Celining

Tithe:

tisns | Book af Abstracts | Timee Table ol for Absicarts | Abstracts | Access Control | Reqistration Form | Registrants | Display | Tasts |

new molificalion

| Description

|

=

From address |

To addresses T submittars

Fpen mary authars

e addresses |

Sabject |

Body

2.4.4.2. Abstracts Tab

Availahle tags:

i rorlerenca_fite)s

el porlErerca_LIRL)2
“elabstract_t#ie)s
“elabstract_track)s

el comtributian_type s

el submitter_Rrst_namejs

el pubmitter_famiy_nama)s
‘el Submitter_tithe)s
“elabatract LIRLj
“wiabstrac_id)=
“elmerge_target_abstract_id)s
“Rimarge_tangat_sbrstract_tida)s
el primary_authors)s

Impartant; The charscar %' s retared, To
wiTha this character, USa "

The Abstracts tab shows all the Abstracts that have been submitted to the conference:
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24 Cantorssco EREEI

in Prog | | Bonk of & t5 | Tims: Tabsdn | Call for Abstracts [o)=i ;| Access Contrel | Registration Ferm | Registrants | Display | Toals |
Owick sparch: abstract [D seak it
Author search
showe tracks shinw typos shiows In status sheliy SOC. tracks shiow acc. bypes i
E B —nok specie =1 R = F mrifis r
= F R [2) rajected = r
= F & (PR =
¥ Fd thdra W
P @ (M) merge
=" t
[~ ]
Fdi iplical
P s
&
#phy
new | PDF of 3B AL of 3l authr liet of 4l
1D Titke Tracks Type Status Acc. Track Ric, Type Submslssien dete
™ Ahstract 1 NOL 5 peeldied d o T E
[~ ahstract 2 1 nek spechied d e
[~ abstroct 2 T 3 pisciied @
menje selacied absincts I
gal POF of selected absimcts I Tatal ; 3 abstract{s)
gat authoe ist of salocted abstracts |

From the abstracts tab you can add new abstracts, create PDFs of the abstracts, create an XML file of
abstracts and get the authors list. You can also access each abstract; an abstract can be in one of 10 states:

W (2) Accepted X R Rejected R PR Proposed Rejection
@ (%) \ithdrawn @ (1) Merged @ (5] submitted

@ (UR) Under Review @ (D) pyplicated o (P2)proposed Acception
& () conflict

2.4.4.3. Abstracts

An abstract is can be either submitted by a user or manually added by a track manager. Once a abstract is
accepted it is automatically changed into a contribution and added to the contributions list in the
conferencé€See Contribution Management)
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Abhsiract

&
meanagement |Gl

“ain | Track judgments | Internal comments | Notification leg |

Absirect 10k 2
' = L
Tile ARsEract 1
Comtent
Primary anthars
Contribution type modity |
rack classification n
« Track 1 - Proposed to scoept () change track assignmest I
e details
Stabus PROPOSED TO ACCER
Submitted b¥  pgorl {oem) change ]

aceapt | reject | mick as duplcated | meeos ints progose to accepl | propmes 1 mjec | withdre

=< back 1o the absact list |

The Conference manager from inside Abstract Management can change the status for example by
accepting it or marking it as a duplicate.

The main details of the abstract can be modified and the track to which it is associated with can be
changed as well as the user that submitted it. Any comments made by the Track Manager or Conference
Manager while changing the status of the abstract can be viewed from 'Track judgement’

Sain | 1 rack jedymoents | Intesnal csmments | Netificatios log |

Traik Tipdl il el by [ile

Cammenls
Track 1 Bropoasd b Steept TURKEY, vanssss (caem) 24 Janusey 2009 10:33

prapedsd to sctepk comimant

Internal comments can be made, and a notification log can also be viewed from inside the abstract
management.
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2.4.4.4. Book of Abstracts

The 'Book of Abstracts’ tab lets you add any additional comments that you would like to appear in the
book of Abstracts, this is a PDF file which can be generated from the conference {Bpéay
Conference Displaygontaining all the abstracts.

2.4.5. Timetable Management

From the timetable tab in a conference you can organise your conference. When you start with a
timetable it will look like this:

| saiin | Prograsame | Contribwtisns | Book of Abstracts [Tiwe Table | Call for Abstracts | Abstracts | Access Contrad | Archivieg | Rogistration Form | Reglstrants | Dlsplay | Tosds |

Shal 1 [conferenca) Sndey 21 Januery Z005 08:00
i date [conferenca) Tuesday 25 January 2005 1800

ity

Friday, 21 January 200 NEW SASEON | e bireak | add comireulion

You can modify the start and end dates of the timetable, and you can start adding sessions, breaks and
contributions to your timetable.
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hain | Pragramme | Contribwtions | Book of Abstracts [ 1ome 1abi= | Call for Abstracts | Abstracts | Access Control| Archiving | Registration Form | Registrasts | Display | Tosls
Sia b [confemenie] Sndey 20 Jarsasny 2005 (M
o date [conference] Tussday 25 fanvary 2005 16:00 madify
Friday, 21 Jansary 200 TIEW 5B IO niw beeak add contrbution
[rervm | |t | [maova] fdalata]
i Session L; Slot 1 o session 2
deluta]
' cofies break
iendaranon g 30 dde - 1003
[rawe | |deluts|
'Sesshan 1: Slot 2

2.4.5.1. Sessions

A session is essentially a time slot to organise your conference with, one way can be to use a session for
each track. There can be more than one session happening at once for example different parts of the
conference can be happening at the same time but in different rooms. A session can also be split into
slots however these are optional, they can be used when the session takes place over more than one
period of time, for example you may have a morning slot then a break and then an afternoon slot within a
session or one day you have a session on a particular subject for a couple of hours and then two days
later you have another session on that subject, this can be done using slots.

2.4.5.2. Adding Sessions and Breaks to Timetable

To add a session to your timetable, use the 'new session’ button at the top of the timetable, this will
present you with a form to fill in with the details of your session.
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Pain | Pregrasaime | Confributions | Book of Ahsteacts| [jpe [ahle Call far Abgiracts | Abstracts | Acoess Control | Registratisn Farm | Begistrants | Digp) Tanls
e 1 q play
Croatimg a mew sesdiom {(basic datal)
Cad
Titl [
D sewiptio 3
H
Pl
| =
=
il
']
D ) diff .
Start date rl |-| |.Tl'.‘i ||- h r
End dite by [r [mos |z o
i ontribution dwratin h r
Time tabbe type Im
Coloefrncae [ m
submit | cancal

You can use the 'update parent’s dates’ option if you need to change the times of the timetable to
accommodate your session times.

Once the session is created it will appear in your timetable. The same procedure is followed to add a
break by using the 'new break’ option. You can then modify the session by clicking on the session name
this will take you to the timetable tab within the sess{eae Session Managemenflyou just want to

quickly change the location or time of an entry in the timetable you can use the modification icon next to
the name.

2.4.5.3. Adding Contributions to Timetable

To add a contribution to your timetable use the 'add contribution’ option this will take you to a screen
where you can select the contribution(s) you want to add.
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Adding comtribukions

Selected contributions frem
it Tl nosving Bis® r

r =
r::'

st | _cancel |

Once the contribution is added to your timetable you can click on the contribution name to edit the time
and duration of it within the timetable.

@ ceniere s [RREEI

rebain | P rasrasam e | Conbribitions | Bonk of Abstracts [ (ime 1able | Call or Abstrocts | Abstracts | Aocess Control | Archiving | Registration Foom |Registrants | Display | Tosts |

Start date (ponferenta) Fday 20 Jaruary 2005 0800
Emil date (ponference) Messdey 25 Buany 2008 10:00 medily

Friday, 21 Janusry 2005 newsassion | rewbosak | sdd contbution |

Irnarwe] [dateta] Imave] fdstete]

1 e iom 4 Slat 1 1 sassion 2
Sonfararcs Raom 31 0% 30 -20:00 Gonfarance Pzam 20 090 301000
L]
1 cattas braak

Cornfarencs Maom Tr 10000 -10: 5
Triirms] [dfbota ]
1 Sassiom 12 Siet 2
Corfarercs Raom 1 1030 -1 000
[retvrran]
(2] Comtribution 1

B,

You can remove sessions, breaks and contributions by clicking on remove / delete in the top right corner
of each block. You can also move sessions to another starting date / time if needed.

2.4.5.4. Session Management

From the timetable tab in Session you can: Add slots to the session, Edit slots inside the session, Delete
slots inside the session, Add breaks and Add contributions.

2.4.5.4.1. Slots

A session can be split into slofSee Adding Slots to Sessiohdwever these are optional, they can be
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used when the session takes place over more than one period of time. A session is defaulted to having
one slot already when it is created.

2.4.5.4.2. Main Tab

From the main tab in session you can, modify the general session information, add conveners and add
material.

2.4.5.4.3. Contributions Tab

From the contributions tab you can see all the contributions that are part of your session. These
contributions will only be shown once they have been ad&es Adding Contributions to Sessions)

2.4.5.4.4. Access Control

From the Access control tab in session you can set the access rights for modification, access and domain
control the same as you can for most of the conference; the only difference is the Co-ordination control

in which you can assign someone to be the co-ordinator which means they can add and remove
contributions and breaks to that particular session.

2.4.5.4.5. Tools Tab

From the Tools tab in session you can delete that session or write minutes for the session.

2.4.5.4.6. Adding Slots to Session

To add a slot use the 'new slot’ option this will take you to a form to fill in which will create your slot.
When you need to edit a slot use the "edit slot’ this will take you to a screen with the options to change
times, titles etc.
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Ew e nk Conference 1

Main | Comtributions | [ime 1 able | Actess Control | Tooks |
Editing & slot |
Title [5|I‘.t1
Place g 15 for H ) PR
W | d
=l
Heom g o oo b ” P
il I ] T
End date f.21 || I.?'III'S |'I] p 'ag"
Condrshution duration |'_ I_
Canwener: weerwn eelaitod comsnan | T e I
stibrt ﬁﬂclall

You also have the option to update the parent dates or to move the entries inside the slot. Update Parent
Dates allows you to update the session times if the slot will be outside the sessions original times. The
Move entries option means if for example you choose to make the slot an hour earlier, you can either

leave the contributions / breaks as they are or you can tick the box and move all the entries an hour
earlier too.
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o Ewemtowteencer ]
m!mlu 4

mtain| Contributions [Time | able| Aotess Comtrol | Tooks |

Wit oot [pavate) =] | ewieh |
Friday, 21 Jamuary 2005
o 00
10: 00

These slots will appear in the main conference timetable like this:

[ Conferenco -
Maim mmne | Comtributions | Book of Abstracts | rime 1able | Call for Abstrects | Abstracts | Access Control i=tration Form | Re Display | Towls
Start date (rorferencs ) Fraday 21 Januwsry 2005 08:00
End date (ronference ) Tuesdyy 25 Sy 2007 18:00 -
Frita. 21 anmary 2005 _rowsscsin | cowbink | ascorintion_|
07 00y
(L-H L
11:00
1Z:00
13:00
14: 00
1500
15:00
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2.4.5.4.7. Adding Contributions to Sessions

To add contributions to a session you first need to import them from the main conference, to do this use
the 'contribution tab’ inside the session:

_ﬂﬂmlm 18

Saln | Cantribwtions | Thme 'I'ahl-|l.nur:-: tn-dﬂul|'l'-uk|

\Quick search: cantribution ID seek il
Author ssarch
Ivpes Irscks lalms frdtErial
2 F ¥ F pans
I 1 o =] L
= = =
= =
apgly
| gt carnribitions POF of al author st
i date Eype Eitln presepter Erack stabus material
ramove selecled
POF of salected
author st of salected |

Click on'import contributions’, this will take you to a screen where you can select the contributions you
want to include in your session.

Tiris Table| Access Contrsl | Teols |

Impariling contribwtions tla & 5

Contnbution with 1ds |

AN contribitinns fram track [Sgne-

Selected contributioms
Traim the Tallossing list r

r
=

| sy

Once you have selected the contributions they will appear inside the contributions tab in the session. You
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can then use the 'add contribution’ option from the session and select from the contributions you
imported. When you have added a contribution to your session/slot you can edit the times and duration
by clicking on the contribution name.

E ¥ & m £ Conference 1

M 7

rain | Comtributions | [ime 1ahle | Aotess Comtral | Tools |
s mnde |paralal = swakch
Friday, 21 Jenusry 2005 new el
[addd conbribation | | broak | [edet slot] [dubotn sot]
Shot 1

A0 D- e 30 {06307 ) st Conference Rosm 2
HAT:00h1 0 - ATV OOh2D - 881 - GEDD0h2D' - JREE-D
[remowa] # 4
[t Comribition 3
4

|acd cantribrution] e beaak | |sdet slot] [detets slat]

Toaabd coprrtirsbanstinms| [romee bomr ke | Jarebet k] [sbuebeter st |
Shat 2

10: 00-10:30 { B0&30") st Conference Room 2

HAT: DERAD - aTUOhOD - 8Ei0 - CEhidOh20 - JREEL

| add cantibution] s besak | |edet glat] |delstn dak]

2.4.6. Access Control Management

Access Control in a conference is similar to that in a Category. There is Modification control, Domain
Control and Access Control. When adding to the Access and Modification lists, you can also add Groups
of users if any have been defined by Administration.

Modification ControlOnly the managers listed in the modification control, the creator of the conference
and any administrators can access the Management Area of the conference.However you can add a
Modification Key which means anyone with this key can modify the conference without logging in.
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¥
G Contersnco PSR

Main | Programme | Contributions | Book of Abstracts | Teme Table | Call for Abstracts | Abstracts [ o cce s ©ontror | Archivieg | Registration Form | Registrasts | Display | Tools
Access contral
Currend stabus poey b e | PRVATE
Users allovisd to access
add
PR | | Sglact 'I
arHI
fasars shonssd v e B} e
add
Medification key [Tocs thanga I

Access ControlWhen the conference is public - Anyone can view the conference including the
programme, timetable, abstracts etc. When the conference is private - Only those in the access list,
conference managers and administrators can view the conference.

. NDI(ED) Ehealn

This event is protected with an access key.
g

| F red by ImDICo | sepportisepport. coms

When private you can also add an Access Key which means anyone with this key can access the
conference without logging in.

Domain ControlThis is not available when the conference is private, but when it is available it allows
you to specify which IP addresses can access the conference.

2.4.7. Registration Management

You may wish to have some kind of registration process for those attending your conference in which
you can give the registrants options of accommodation or any specific needs. The Registration
Management comes in two parts - the Registration Form and the Registrants.

27



Chapter 2. Conferences
2.4.7.1. Registration Form
From the Registration Form tab you are able to firstly, enable or disable the Registration. You can also

modify the start/end dates of registration, the maximum number of registrants you will take, any
announcments and if you want to send email notifications to people when a new registrant applies.

s ConferencefRie i
Pebarin | Prasgramime | Contributisns | book of Abstracts | Time Table| Call Tor Abstrocts | Abstracts | Access Controd | Archiviesg [ 1o ratios | orm | Registrants | isplay | Tosls |
Cwrrend shabus ENABLED DiSab E |

RUbEIR M 'I_'__" Tussday 15 February 2005

Registratl; II"': " Tuasday 15 February 2005

Tl Bogstrabon Form

nne

votification (newe  To liak: —r

reglstrations} e pep : ﬂ

Sectinns of the Forn I Reasom fer participation
I Sessions

1™ Apcemmasdation

I Sacial Fuants

I

Furtiser imfermation

You can choose which forms you wish to use for your registrants see the forms listed below, to enable or

disable one of these forms, click on = image next to that form, when itis red it is disabled and
green for enabled. Clicking on the form name will let you modify the form to allow the registrants to
enter the information you ne€8&ee Registration Area)

2.4.7.1.1. Reason for Participation

The Reason for participation form allows you to ask the registrant why they want to particpate, from this
form you can modify the question and title of the form.

E % e n &t Conference 1

Reason Participat. B

Main |

Title Reason for parbopaton

Descriglion Plesse, Lt wa ksow why you are intecested on pareicipabe IS our event:

modfy
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2.4.7.1.2. Sessions

The Sessions form allows you to add which sessions from your conference you would like people to
register for, from the form you can also change the title and description.

E % &n b Comtersms 1

3
= 3
Sesslons 14

Fain

Title Sesmons
Desirpltion m'-" |

add

2.4.7.1.3. Accommodation

The Accomodation form lets you add or remove the different types of accomodation you can book your
registrants into or give them the choice to book their own.

E w@ it Confarence 1

.
—
| hccammadation [RERETIRIIE

staln |

Tethe Accammodaticn

Doscription Aﬂl‘diﬁ

Accommadation

types | CERN Hostel

[ 1 prefer to book & room in @ Geneva bote|

™ 1 will arrange my owm accomemodation

2.4.7.1.4. Social Events

The Social Events form allows you to add / remove any social events that registrants can register on,
when you add an event you add the title you wish this event to have.
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E v & nk Conferemce 1

mso:ul Events £

Tithe Social Evanis
it & oFl il om

LSochal gwent entries

2.4.7.1.5. Further Information

The Further Information form gives you the opportunity to add any additional information for the
registrants.

rmr uether information &

“ain

Till# Further rformation
Comtent Contest of Further Inforamtian

2.4.7.2. Registrants

The Registrants Tab will show a list of all the registrants that have registered for your conference.

54 Costorence TR

TTENT il phome Cily Chlstry
r ADMTY, SrCownt i

Clicking on the registrants name will show you all their details and the information they provided in
response to the form’s questions.
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E % & n b Conterens 1

mmm. accaunt &

[Fain |

Registrant [D
Title

Family Mame Admin

Country CH

ax
Ermail admin
Personal Homepspge

Reason For y o inecrgotad in vour event because ...
particigation

Sessinmd Farst Priorly

Diterr sption:
Reeommodation arriwal date: 14-Fet
CEpartere date; 14-Fal

Aooommnndsthon bype: |

Social eyents — N socal averts selacted —

2.4.8. Display Management

The display area allows you to customise your conference, you can customise the menu that the will be
shown in the conference displé$ee Conference Displayhange the colours of the conference
background / text and you can add a logo to your conference.
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o ot o (TR

sialn | Prog | I | Book of Abstracts | Time Table | Call for Abstracts | Abstracts | Access Control | Reg Forma | Registrants [[ispsy | Tooks|
S Call for Abstracts Click on an item of the mesu to edit it

S Submit & new abstract
5 Wiew my abutracts
& Author index
5 Owerview
S Contritsution List
= My conference
S My sessions
5 My tracks
= My conkributions
= Registration Farm
S Mew registratian
S Wiew sy registration
= Book of abstracts [POF]
= Soientific Frogramene
S panage my rack
= Timetabibe
[spacer 0]

wid Ink I add spacer

S : System link
E : Extarmial link

Cuctaomizatian af conference display

Title background colar Select an option in order to customize it
Title text caloe

Prewiev

2.4.8.1. Display Menu Customisation
The menu customisation allows you to activate or disable menu items and move them up or down the list.

You may add your own external links or just customise the already existing system links.

G canterencs [RETREITY

Main | Programme | Contri | Bk of Abstracts | Time Table | Call fer Abstracts | Abstracts | Access Control | Registration Ferm | Registrants [0 000y | Toels |

Menu Display

S Call tor KbsEradts
Submit a mew abstract

Wiewr my abstracts
Authar il Mamd Call for Abstracts

DR e Status ctivated nwh I

Comtribution List 5
; Positlon 4 mpve ug the link
My conference & move down the ink
My sessingg
My tracks
Ky costribuions:

Eeanivtratinn Farm

System link

oF wioWnown ob Wi

mowomoEn

You can also add external links to your menu by using the 'add link’ option.
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T TY Y ETEL - onorence 1.4

siain | Pragramms | Contributions | Besk of Abstracts | Time Table | Call far Abstracts | Abstracts | Aceess Costral | Registrstion Farm | Begistrants [ 117,00y | Toaks

5 Call for &hstracts

S Gubnsit a new absiract Create axternal link
S Wiews my abstracts T

5 Ruther index |

5 Duerview Lk |

S Comtribution List ﬂl cancsl

S My conferemcs

S My sessions

S My tracks

S sy condributions

& Oaalriuaiinn Ene

If you want to add spaces between items in your menu you can use the 'add space’ option.

[l conferencc [T

S Call for Abstracts
5 Sulinit & e abistract

Fip-’lfl?:l'

= Wiew my abstracts

= Author index Mame  gpacer 20

5 harvinw Stabiis Dirsabila
Rtivated | D4

= Contribation List Posiion 4 —I

= iy conference . s e

S My sessiming

My tracks -
5 My contribwtions ramove this spacer I

= Renixtratins Farm

n

2.4.8.2. Colour Customisation

You can change the background colour of the conference by using the 'title background colour’ option.

Custemization of conference displiay

Title backgreund color Color for conference background title

Tithe teut cobor e _
mradify cokr I

The same can be done for the text colour by using the 'title text colour’ option.

2.4.8.3. Logo Customisation

If you want to add your own logo to the conference display you can add it from the logo area in display.
You can browse for you logo, save it, and see it in the preview box.
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Previes :

[ Browse.
save thelogo | cancel |

2.4.9. Conference Tools

The conference Tools allow you to make certain actions on the whole of the conference.

LY TTIERE  cnicrence 1.

Main | Programmse | Costributisns | Book of Abstracts| Time Table | Call for Abstracts | Kbstracts | Access Costral stration Form | Re Dis Tools

t relete this cenference

iL| Clama this comterands

@ et material package

a'._] Cifline vaeh Tor your confersnce

#ldarm control

Subject :

2.4.9.1. Deleting a Conference

The delete conference option will delete the whole conference. You will be asked to confirm deletion
first.

5 Canie e o TR

Main | Prosgramme | Contribartions | Bosk of Abstracts | Tise Table | Call for Abstracts | Abstracks | Access Condrel | Registration Farm | Registrants | Display [To00

','1_: CONFIRMATION |'.-
Are you sure that you want to DELETE the conference "Conference 1™
(Mote that if voi delebe tha conderenca, all the itams below it will ako he dakatad)
‘rnlﬁl
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2.4.9.2. Cloning a Conference

Clone the conference if you would like to make another conference the same, you have the option to
clone it just once, at fixed intervals or on certain dates.

@ conieren o RRTmE——
siain | Frogrammse | Costributions | Book of Abstracts | Time Tablbe | Call for Abstracts | Abstracts | Access Cosdraol siration Form | Registrasts | Displ Tonls
Clome the comference : Comference 1
Clomg the conterence anly ance at the specified daie
coces [01 7] [Jamwary =] [ = thang ance

Clome the cenferences with & fiked interyal:

ey dayis] "I

starting: [01 =] [January =] [1585 =] e
clore L] I
& e [0 =] [danuary =] | 1956 = .
Lol || tirma (5]
ChhE U Beas 6 Sty es days
snthe: [irst =] [Mandsy ] sem 1 man thifa]
startng: [01 2] [danuwy =] [1956 2] e
Nk e days
F o |01 'I Jwwary = ||995 'I -
c v fa)

2.4.9.3. Packaging Material

Using the 'Get material package’ option you can create a package of all the materials that have been used
in the conference.
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of —Conieron o TR

stain | Programens | Contribistisns | Book of Abstracts | Time Table| Call far Abstracts | Abstracts | Access Centrol | Reqistration Form | Registrants | Disslay [Too: |

Get package

Contributions scheduled on;
K 21 January 2005
F 22 lanuary 2005
¥ 2z ary 2003

2003

F 25 January 2009

Material type

P Faners
= Slides
l-':l("t orily main rescurces from each matanal

gal package | e backiotons |

2.4.9.4. Create an Offline version of a Conference

Using the 'Offline web for your conference’ option you can create a copy of your conference that can be
used offline for example if you wish to store your conference to a dvd.

5 Contorsnco OO
“aain | Prog | Cantributions | Book of Abstracts | Time Tahle | Call for Abstracts | Abstracts | Access Centrol | Registration Foem | Regl | Display | Toels |

Offine web=te request rereived. Shortly, wou will recesve: an emal
witfsimg you that tha ofling wabste s comaktad. Peaca, oo mot
apply for the creation serveral bmes. Thank you for your prbence
ks Wl Tor the resul. 17 you hawd ary doubts o0 Can ContacT

InHCo support

<< BACK TO TOOLS

2.4.9.5. Alarm Control

You can set an an alarm / reminder to alert people about the conference, the alert will be in the form of an
email.
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\mtain | Programme | Costributions | Book of Abstracts | Time Table | Call for Abstracts | Abstracts | Access Control | Registration Ferm | Registrants | Display (7020

P ﬁ” anuary = [1985 7] [0 =]

soval the slaeva ® § " . ﬂ
[
=
=
r
zawe 1he almm mand this alarm raw | zand me this alam as a fest

cancel

This Conference Management Area explained can only be accessed by Administrators or
Conference Managers.

2.5. Conference Display Area

The conference Display is the view that users of the conference will see. If the conference is public they
will not need to login to view the conference. It is also the area in which you can access the modification
areas if you have access rights. The different areas of the conference can be seen using the left hand
Display Menu. This menu may be different if the Conference Manager has customised the menu. When a
conference is accessed the 'Overview’ area is shown first;

2.5.1. Navigating the Conference Display Area

Various parts of the conference display are always present in order for you to navigate or view the
display area:

This is placed at the top left of the display view and will take you back to the top level home category

Ed support  This will be underneath the display menu and enables you to email the event support if
conference management have entered one
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| support@support.com | This is placed at the bottom of all indico screens and enables you to
email the administrator if the administrator has entered the address.

B This is on the top of the display menu and enables you close the view of the menu.

(c:lugln ‘This is placed at the top right of the screen and is the access for logging in or out

Home > Call for Abstracts Tne pavigation bar, shows you were you are in the conference and
allows to back step through.

2.5.2. Overview Area

The Overview area shows the main details of the conference including any material that is included and
the date and location of the conference.

E Elogin

Conference 1

15-3%0 February 2005 Conference Reom

-_—  Home
w Call for Abstracts

= Submit & new shetract
= Wien orip Absires

¥ Kuthor index Datps: f

* Contribartion List

w Registration Form Malier
¥ Paper
* heaw registrabon

¥ Book of abstracts [POF]
¥ scientific Prograsame
* Thmetahle

support

| CERM | Thy IRICD | Sigport@<iipgar. oaim |

When an administrator or Conference Manager is logged in there will be a modification icon next to the
conference title for access to the modification area.

2.5.3. Calling for Abstracts Area

The call for abstracts view will show the range of dates in which an abstract can be submitted
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Conleremnce Rodm

= Submk & ne s sbEtract
® Nimw iy sheiracts Ahgiract sulmisiion opening day
* guthor index Abstract submlssbon desdline:

* Overview

From within the Call for abstracts a user can submit an abstract and view the abstracts they have
submitted.

2.5.3.1. Submitting an Abstract

You need to be logged in as a user and the dates of submission must be in range to allow you to submit
an abstract. Once logged in you can fill in the form to submit your abstract. (Some parts of the screen
may not be visible in the pictures).

Home = Call for Abstracts > Submit a new abstract

Main data

=
=
& |--not specified- =
Primary Authors
=||Usar Llzar
- l. : .JI . I -
[userih [useeti |
| oo purimnary author | remove sedected prmary authons |

Co-Authars

e ¢ o-author remove sebected co-authors

Track classiflcation

I Track 1
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You need to fill in the title, content and author details. If you need to you can add any co-authors. You
can also choose which track you would like your abstract to be included in as well as any comments you
would like to add. A notification will be shown to you if your submission was received.

2.5.3.2. Viewing your abstracts

Any abstracts you have submitted you can view and see their status. You can also create a PDF of your
abstracts. By clicking on the abstract name you will see the details of the abstract.

B Hume = Call for Abstracts = View my abstracs
# Call Tar Ahsiracis

« SUbMIL & Aaw shsiract

Abstracts

¥ fther index

¥ Dwerview I

* Comtributinn List ™ abstract 1
¥ My conference

* Registration Form

gal POF of sakcied abeteacis

2.5.3.3. Abstract Display

When you click on an abstracts title you will be taken to the abstracts view, this shows all the details of
the abstract.

B Homs > Coll fer Abstracts - View my absteacts > Abstract details
w Call for Absiracts

+ Subrk 4 new shstract
* Nimw oy abstracts Abstract 1
* muthor index
* Owerview
* Contribution List
¥ My condference
» Roghstration Form
+ Neaw registrabion
¥ Book of abstracts [PDF]
¥ Soientific Prograsame
¥ Tienetable

suppoet

maddy | wilhdras

You can print the details of this abstract into a PDF using the icon in the top right corner.
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2.5.4. Author Index

The Author Index shows all the authors for contributions in the conference, the authors can be searched
for by name.

=]
w Call for Abstracts

+ Butimit & ness shestreat

Haivis Authaor Inidex

= Visw my skatracts Display aptiens

Yiewr mao usk carnbution ids and 1t s j
* Owerview

¥ Cantribution List

* by conferemos

# Reqistration Farm

= Hew ragalralisn

¥ Book of sbotracts [PDF] S
¥ Seientalic Programse alblc|ld e/ flg bliljlkiiim/inlalp glrlzit|im|w|w & vzl [al]
¥ Tirietahla

PRty

AUTHOR, 1 0-Costribution 1

& Jupport ALITHOR, 7 1-Costribution 2

The contribution(sj{See Contribution Displaythey have written and the details of the author can be
accessed by clicking on the name.

2.5.4.1. Author Display

The Author Display shows the details for the author e.g. contact details and the contributions they have
authored.

Homae - Awthar Indey = Awthor Display
% Call for Abstracts
+ Subrt & new sbshract
O S — Details fer AUTHOR, 1
Tiliati
¥ Oyerview m it 1@ auth1,com
¥ Contribation Lt Addres

¥ My conderence
¥ Registration Form
* Kaw ragistrabon
* Book of ahstracts [PDF]
¥ Scientific Pragramms

Authar n the falloawing contribetion(s)
* Timetahle

0-Comtribution 1

support

2.5.5. Contribution Area

Contribution List in the menu takes you to all the contributions in the Conference. From here you can see

a list of all or just certain types of contributions that you want to see for example only those contributions
in a specific session.
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[ =]
# Call for &hstracts

= Sudbmit & rew abstrack

Home = Conbribution List

+ Viga my shsiracts Display o
¥ iwthesr index

gP——— shawe conkrit type w session
> comrivuion 1 (AR .
¥ My conference
w Reglstration Farm

+ Now repistraban

¥ Baok of abstracts [POF]

¥ Sciemtific Programme
¥ Timetabie

I |

! support

id & date type ikl
Comtribution 1
Comtribution 2

presenter =rssion track

gal POF of salacted candrisulions
get POF of all contributions

You can access the display of each contribution by clicking on its name. You can also create a PDF of
either selected contributions or all of them.

2.5.5.1. Contribution Display

In the contribution display you can see all the details of the contribution, including the description, the
author, the session (if any) that it is included in, any maté3mé contribution material displaiphas
and any sub contributions that belong to it. You can also access those details by clicking on their names.

You can also print the contribution in PDF, XML or ICal format by using the icons in the top right hand
corner.

g -
— . Homwe > Contribution detail v
 Call for Abstracts

* Submit & new abrtrec
P Contribution 1
F Owerview
F Conbribufion List
w Registration Farm
& Miw ragataliod
* Book of shsiractz [POF]
¥ SrigntElic P rosgra e g
¥ Timetahle

Primary Authors: AUTHOR, 1
B2 sumport Pl W
' * video

ded in ses n: Sesshen 1
L]} brack

Sub Comtribution 1

If you have modification rights you will have the modification icon next to the print formats and you can
access the contribution modification area.

42



Chapter 2. Conferences

2.5.5.1.1. Contribution Material Display

The material that belongs to a contribution can be viewed by accessing the material in the contribution

display. From the material display you can see the resources attached, and which contribution this
material belongs to.

]
* Lall for Khstracts

= Submit & new abrirsct

Home = Costribution details = Material detail

* Vi My abtracts . -
¥ Muthor Indny Video
LT

¥ Conbribution List
# Reglstration Form

+ Mew regetration

» Book of sbstracts [FOF] Belded Widen Lisk (g f feivews, patreallink, cam
¥ Sciemtific Progransme
F Timetable

tesktut

Sugpnrt

When you first open the material display, if there is only one resource attached, that resource will be

opened e.g. If you have just the one link attached as a resource, when you access the material display the
url for that link will be opened.

2.5.6. My Conference Area

The "My Conference’ area gives you access to those areas you have Co-ordinator modification rights to.

For example if you are a Track co-ordinator or a Session co-coordinator those tracks or sessions will
appear under my conference.

=]
w Call for Abstracts
# Submnk & nes srat

Husii My confer &

& Wimm i ahetrsci
* Kuthor index " s
* Owerview
¥ Contribution Lisk

¥ My cosference rack

= My imEmicn

- i
& Sesgiom i

* My irack |
w Registration Form
& N registratan
* Book of abstracts [PDF]
w Scientific Programme
s Hanage my brack

* Timetahle

suppert

From here you can access your Tracks Modifica{i®eee Trackspr Session ModificatiofSee My
Conference - Session Co-ordinatiday) using the modification icon on the left of the title.
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2.5.6.1. My Conference - Session Co-ordination

The session Modification accessible from "My Conference’ is slightly different from the Main Session
Modification as you are restricted to the Main tab and adding /removing contributions and breaks:

E wdni Conference 1

-
G s e s o o ERRTE

|saiin | Contribations [Time Tabie|
Wiew made Ipa'alr =| Ewilch

Tuesday, 15 Febresry 2005

[ comtriusan ] [nae bresk]
ahat 1

09:00-10:00 (01hao*)
HET:A0h40"s - AT:00530" - #E-1 - BEC:O0R20" - FREE:2

Iremave] ¥ +
| Comtributisn i
o s

I=dd contribution | [new bresk]

AT n slocatad T AT & SEEE (Tot

2.5.7. Registration Area

The Registration Area shows you the dates in which you are able to register, the max number of
registrants allowed and any contact information.

2]
w Call for bhstracts
#+ Butimit & ness shetreot

Hame = Registration

= View my sbatracts Registration Form
* Awttenr indos N
¥ Orenruiev
¥ Cantribufios List
¥ My conferesce
w New ra galralisn
* Baok of shstracts [PDF]
F Sciemtilic P rogramsie
¥ Tinetabln

1 suppar]
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2.5.7.1. New Registrant

From the new registrant area people can fill in the forms that were chosen and customised from the
Registration Manageme(bee Registration Managemeiit)e registrant will need to fill in their
personal information and anything else in the form that has been asked for.

Home - Ragistratlom - Registration term dsplay
# Call for Abstracts
+ Bubmit & new abstras
* View my sbstracis Registration Form
¥ Awthinr e
¥ Dwerview Persoma data
¥ Contribution List
Tl 'I
¥ My conferemce
w Foeglstration Farm First Pams [ i
* GiiFmaing [asmiin
¥ Book of shsiracis [POF] Position |
¥ Srigmtitic Programse
Ttk Institution |azmin
Lddress |
L support City |
Phose |
i I
Email
Personal hemepage |
Reason for participat
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5 15
¥ Wit Firt chnice * I”I'l AR
] al u d ch | Flo seszan- =
Accammadatiao
14-Fabiysry-2006 =
Id-Fahnary- 2005 =
select your accemmadation
©
i 1l Evenmts

ocial events vouw veaowld like

Mleasd, node that flelds marked with * are mandatory

ragmiar

Once submitted you will be shown a screen to confirm your registration.

=]
w Call for Absiracis
+ Submit & new sbshract

Haane = Registration = Eegistration fo

& Wime mip abetrscis
¥ Kuthor index
* Owervier
* Contribution List
* My conference
w Registration Form
+ Modfy my ragusration
* Book of abstracts [PIF]
¥ Scientific Programms
¥ Timetahlbe

suppsrt

The menu option which was 'new registrant’ will also change to 'Modify my registration’. This will
present you with the form you filled in originally and will allow you to change the information you

originally provided.

2.5.8. Book of Abstracts

The Book of Abstracts selection in the menu will produce a PDF document of all the accepted abstracts

i display

Registered new partidpant




(abstracts that have become contributions) that are scheduled in the conference. It also shows any

contributions that are scheduled.

2.5.9. Scientific Programme Area

Chapter 2. Conferences

The Scientific Programme shows all the tracks with their descriptions:

B Hasiii Srientif
w Call for Absiracts

® Subimik & nes absiraot

* Yism my abstracts " Track 1

¥ Ruthor index
* Oyerview
¥ Contribution List
w» My conferance
# My o550
& My track
 Registration Form
& Faw resgigtrabon
¥ Book of abstracts [PGF]
» Manage iy boack
* Thaviekba bl

st

You can create a PDF document of all the tracks using the PDF icon in the top right hand corner If you

are a Co-ordinator of any tracks, you will have the modification logo next to that track and a ’'Manage my
Track’ option in the menu as in the picture above.

2.5.10. Timetable Area

The Timetable area shows all the session/slots, contributions and breaks for the conference. You can

access each session by clicking on the session nhame this will show you any contributions/breaks inside

this session.

(]
w Call for Abstracts

s Submit & naw shetract

+ Wienm mip abstrams ODispla

w |- - al days - - *

¥ guthor index
* Oyerview

Home = Timetahle

jm |- - all SEESONS - =

* Contribution List otall levil |session

w» My conferance
® My Ses5i00
+ My track
+ Registratios Form
s Naw regirtrsbon
¥ Book of ahstracts [PDF]
# Scientific Programms
= Mafage iy rack

suppert

e

Paralel =]

apply ] nther wiewes

Tuersday, Fehruary 2003

Session 1t slok 1

Session i: slot 2
: inch :'\n-"-:‘-“
11:00 - 12-0:])

Cantribution 2
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Clicking on a contribution name will take you to the display view of that contributiee Contribution
Display) You can display the timetable for certain days or sessions and choose the detail level using the
display options you can also create a PDF of the timetable by using the icon in the top right hand corner

2.5.10.1. Session View

Session View allows you to see any contributions or breaks within each session:

=] . "
Home = Timatahle = Sescion details e

w Call for Abstracts e
+ Subimit & Nesa abetrect .
——— Session 1

¥ Amtheor inadex

¥ Orwerview

¥ Comtribution List

w My conferemce

prrp—— Cantribution List [Time Tabic|
= My track

w fegistration Ferm

= Mew ragatration

* Beok of sbsirscts [PDF ]

w Srigntific P rograme

T vy, 1% Februsry 2005

Contribution 1

& ManegE my track

¥ Timetablo

Support

If you are a Session Co-ordinator or a Session Manager you will have the modification icon in the top
right hand corner as above, this will take you to the appropriate Modification area for that session. You
may also make a PDF of the session.
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3.1. Meeting

]

A Meeting is not as in depth as a Conference and is made for smaller events. Within a
meeting you can create a Timetable in which you can directly add Sessions, Slots, Contributions and
Breaks. With a meeting you create the contributions as you add them to the timetable. You can set the
access Control for the meeting and you have Tools in which you can remove, clone, create offline
versions of the meeting and set alarms.

3.2. Creating a Meeting

If you have the correct access rights within a Category you can create a new meeting using the 'Meeting
option in the Tools menu, you will be presented with a form similar to the one you would for a
Conference, however you are able to choose the default style in which the Meeting will be displayed
(See Meeting Displaywhen you submit this form the Meeting will be created.

3.3. Meeting Management Area

The Management Area allows you to control the different parts of your meeting the following sections
will show each area of the Meeting Management.

The frames surrounding each management area, give you access to either the modification area above or
to a display of that area.

E w e nt Meeting L

Comtelbution Centribution i

G swb Contribution e

Pt i .
Clicking on the left hand ico B will take you to the management display area for the area you are
on, e.g. contribution or material e{See Management Diplays)

Clicking on the name of the event or contribution etc will take you directly to the management area for
the event / contribution.
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3.3.1. Main Management

From the Main tab, you are able to modify the details of the meeting including title, description, location,
default style of the display.

i Meetinafi EiC)

Main | Time Table | &coess Control| Tooks |

ithe M=gting 1
Description Desopbon of Meeting 1
Hace Maating Bulding

oo Magtrg Room 1
Siart date Tuesday 01 Felbroary 20075 02:00
ni date Wednescay 02 February 2005 1E:00

Additimnal info
5 sil —-not gat— madify
alrpers et charparion Taxt antered
Visibility wp 959 levels
Dedauli style InDCo sy la
Chairpersons p—
=
EMaterial [erar—-
Addilioral matenal =| add
chkse

You can also add / remove any chairpersons, add / remove material and close the Meeting, if you close
the meeting it can no longer be accessed.

3.3.2. Timetable Management

The timetable management allows you to organise your meeting by using sessions, slots, adding
contributions and including breaks. When you first start to organise your meeting the timetable will look

like this:
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XTI e cting 114

mhain [ Time Table | Access Contrel | Teols |
Start date Twe O Fed 2007 QF00 [Same 25 mesding)
End date Wed 02 Feb 2008 1800 [Same a5 mesting) marfy |
Tuesilaw, 01 Febrisry 2005 new comnbuban | nEw BEssin I new beeak I
wadmesday., 0F February 2005 nesw coninbuban Nirw SEE5E0 nirw break I

You can modify the times in which the timetable will run between, this can either be the same as the
meeting or your own custom times:

]

o MeetingfEETtEIC)

| Maim [ Time Table |Access Comtrol| Tooks|
Lhart date & A S P N i K E
& offerentore: [id [mm e R fmm
End date g —— 1 ) )
C Different one: [dd fmm fyeyy e fmew
ﬂhmtl cancel

You can add a break to your timetable using the 'new break’ option you will be presented with a form to
fill in with the details of the break you want to add.

3.3.2.1. Adding Contributions

You can directly add Contributions into your timetable using the 'new contribution’ option at the top of
each day; this will take you to a form to create a new contribution.
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3 Mo tino[ITREIE
Main | Time Tabde |Access Cantrol| Toods |
Creating & new cenfributien [(hasic data)l
Tithe
Descriptien |
H
Mace
| =
=
R
)
O Defire & difaia i &
Board &
| Starting time " 1 [ upelate pamants dats
| Duratisn I_ I_
ﬂ cancel

Within this form, you can define the name, description, location, a board number and the starting time
with the duration in which you want this contribution to take place. If the contribution you want to add is
going to be outside the timetable times, you can tick the 'update parents dates’ and this will change the
timetable times accordingly.

stain[Tine Tanle | Access Contrsd | Toals |
Start date e & Felt ANS 0800 (Same &3 mesing)
End dato Wed 02 Feb 2008 1000 [Saene 28 masting) madiy
Twesday, 1l February ZW15 e rhus |_ e ¥ I new beeak I
o [rermicws |
I}Ml‘l‘lhulﬂ 1
Weidnesday, 12 Fehruary D005 e cominbution |_ e eSS new beeak I

If you want to change the location or time of the contribution you can use the modification icon on the
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left of the contribution, or you can click on the contribution name to go to the full modification area of
Contributiong(See Contribution Managementjou can also remove the contribution from the timetable
using the 'remove’ option on the right of the contribution name.

3.3.2.2. Adding a Session

To add a session to your timetable you can use the 'new session’ option, this will present you with a form
to fill in the details of your session:

il Meetin g EEinm i

stain| Time Table | Access Contred | Teols |
Creating &#a mew session (basic data)

Cade I—
|i'||-|
e saFipting =]
H
Plags
L |
Haom .

Start date i E T €71 m
End date [j E o o o
Comtribution duration r r'_‘j_
Time table type [aiandard =]
Felorferacoea [ m

As with the contributions you can choose to update the timetable dates if your session needs to be earlier
/later than the timetable is currently, using 'update parents dates’.
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S LR RRLE | rieeting 1 14
Main [ Time Table | Sccess Canbrol | Tosls |
Start date Tias O Fab 2005 08000 (Sarme &5 rmesing)
Fruil it Wad 2 Fab 2005 18,80 (Same 35 mesang) Ny
Twesday, 01 February 2008 naw C - | raw hraak
[ ——
Eunlnl:-utluri 1
.
[remivm]] [doke e
15 G easion 1
Wednesday, 02 February 2005 N bt W i ruswy hreak

Once your session is added to the timetable you can use the modification icon to the left to quickly edit
the basic details within the timetable or you can click on the session name and enter the main Session
modification aredSee Session Managemenipu can also move or delete the session using the links on
the top right of the session block.

3.3.2.3. Session Management

From within session management you can organise each session. You can enter the session modification
from the session name inside the Timetable tab within the meeting management area. You are able to
add/edit/remove slots, add/remove contributions and add/remove breaks into the session from here. Slots
inside a session are optional, they can be used when the session takes place over more than one period of
time. When you create a session it is already made with one slot.
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E % & 0 & Mesting 1

mﬁmm Ty

Mabn [Tine Taboe | Access Control | Toels |
View mode INH||C| =| mwich

Start date Tug 01 Fab 2005 10:00

End date Tus 01 Fab 2005 12:00 il o inner slots
Twesday, 0l February ZO0S new &l

[[rvowr contritastion ] [maer broak | jodd siot] [dubste dot]

AM:00-1 100 (0 1haa* )
HETA1hoN's - ATi00H0" - #E:0 - GECO0RID’ - FREET

[frseer Contrilmstinn | [smean B ik | Joeskd st ]| [shibeto st ]|

FAT L bl AT b Tk el of Eritvia (1217 Faiil Fritrs #FREF

The Session management shows the times of the whole session at the top. If you have slot(s) which take
up less time as in the picture above, (the session time runs until 12:00 but the slot finishes at 10:00) you
can use the "fit to inner slots’ to make the session time start and finish at the same time as the first and
last slot.

3.3.2.3.1. Adding Slots to Sessions

To add a slot to a session use the "add slot’ option, this will take you to a form to fill in with the slots
details:
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mﬂ-mn 1

Main | Contrabutions | Tiie Table | Acess Control | Tasls |

we

FIS0f @ coma 2 for the pacsion:
T Dafing a different ane:

Hame I—

| d

RO0® g oo as for the session:
€ Define a different ane:

Hm'i
Start date I'l_rwr r M updste parerts

(Rl e = . 2

Ciefawlt Canbribistion duration I

|
S _oevcommne |

You can choose to update the sessions using 'update parent’s dates’ if the slot you are adding is going to
be outside the session times.

Start date Tug 01 Feb 2005 10:00

End date Tue 01 Feb 2005 12:00 _ Sttoinnersios |
Tuesday, 01 Februsry 2005 e sl |

10: 0oy

11: 00




Chapter 3. Meetings

3.3.2.3.2. Adding Contributions to Sessions/Slots

To add a contribution to the session use the 'new contribution’ option, this will take you to a form to

create the contribution, The form shows the name and time of the session or slot you are adding the
contribution to, and you can use the 'update parent’s dates’ if you need to change the times of the session
/ slot to accommodate your contribution.

o LR | renting 114

stain | Tines Table | Access Contrel | Teols |

Crpatimg &« new comtribution (Basic data)

k] _comcel |

When the contribution is added to the session or slot you can change the simple details i.e. time, location
by using the modification icon to the left, or you can click on the contribution name to go into the main
contribution managemei$ee Contribution Managment)

3.3.2.3.3. Editing Slots

If you want to edit the slot detalils, i.e. change the time of the slot you can use the 'edit slot’ option this
will take you the slot modification screen:
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il E v e nt Meeting 1
i LR R N 5 ecsimn 114
saln [Time [able | Atgess Contrel [ Teols|
Editing o sbov ]
Title [gjon 1
Flace g s | f &
 Dsfine a & i ar
| |
H
Roum o
 Digfine a diff + ar
Start dete [j E s m B -
End date [ E oo [ B -
Contribution deration [~ [T
Lonrene remose selecied comener | NEwW COmeEner
aybmit | cancel |

As before you can update the session times if the slot will be outside the sessions original times, you also

have the option to 'move entries inside slot’ this means if for example you choose to make the slot an

hour earlier, you can either leave the contributions / breaks as they are or you can tick the box and move

all the entries an hour earlier too.

3.3.2.4. Contribution Management

You can access the contribution management area by clicking on a contribution name from the timetable,

the following sections explain the management area of each contribution.
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3.3.2.4.1. Main Tab

iy Ewemt “eeting 1

CantribuiionEnnrL TiiE

wiain | Sub Comtribution | coess Control | Toals |

Contribution 10 e |
Title Cantribation 1
Description Desoripeion of Comtribution 1

Plage
Date fome Tussday 01 Fabraasy 005 0%:00
i Q0k3A0"

o mosity
[Seasin 1 =] hangs |
Preseniers ﬂl

Material Ll )
Additan ol ralanid = 'H_HJ

From the main tab you can modify the main details of the contribution - title, description, location etc.
You can also change the session it is included in, add / remove presenters or add / remove (Gaterial
Material in Contributions)

3.3.2.4.2. Sub Contribution Tab

From the sub Contribution Tab you can add/remove sub contributions:

oy E v e ntMeeting 1

sab Comtributios | ADDESS l:m”'ﬂﬂhl

Swb Comtribution

r [12] sub cotribution 1

ennive S oo ed | add sub coninbuban

Clicking on a sub contribution name will take you to the modification area for the sub contriljSgen
Sub Contributions)You can also change the order of the sub contributions using the drop down priority
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list.

3.3.2.4.3. Access Control Tab

From access control you can add/remove users that are allowed to access, modify or submit into your
contributions you can also choose to make your contribution private.

Ewanmiseeting 1

mhnmwmn 1

sisin | Sub Comtribstien [§ccoss Contral | Tosls |

Swubmissiomn control

e |
ldll
Modification comtral
Safsgers
(utpin mllowsd ta medify ] M
add
Cwrrend Slalus PUBLIC (make & PEIVATE I
Ivers allowveed to arcess [erer—
add

Allowed domains

Submission Contrdlist the users or groups that can submit material into the contribufiees
Material).

Modification ControlList the users or groups that can Modify the contributions

Access ContraMake the contribution Public or Private, If Public: Any user can view the contributions. If
Private: Only users listed in the access / modification / submission control can access the contribution.

Domain ControlList the domains that can access the contribution (only available if contribution is
public)
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3.3.2.4.4. Tools Tab

From the tools tab you have the option to delete, move or write minutes for the contribution.

kT EwemtMeeting 1

Coomtributinos @RI EE

saain | Sab Contribistion | Access Controd |10l

t Dilete this contribution
*Miu this centribution

b Write minaites Tor this costribution

3.3.2.4.5. Sub Contributions

Sub Contributions can be added to contributions to organise the contribution further, they can be access
from the 'sub contributions tab in each contributi@ee sub contribution Tab)

Ewentseeting 1

CantelbutionContribation 1

m“u Contritution 1.4

[eain | Tosds|

Title Sub
Cortrbiubion
1

Description dastiption

of sub
I_j'r_llll_llb_l[ll_‘tl
Place
Duration 00h15" sty |
Fresenters
|
la al [

Adidtiona matarial =) ki

From inside each sub contribution you can modify the general details, add or remove presenters and
attach material the same as you can for contributions. From the Tools tab in a sub contribution you can
delete that sub contribution or write the minutes for it, these will be attached to the material for the sub
contribution.
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3.3.2.4.6. Material in Contributions

You can add a variety of different materials to contributions, by choosing the type you want and clicking
on add, however you can only add one of each type of material but within these types you can add files or
links.

You can then enter the name and Description of the material. Once added you have the options to add
links or files to your material, one of these files/links can be classed as the main resource. You also have
an access control tab within the material for you to control who has access to view the material.

E ¥ & n T Mawting 1

Conktributisn Contribution 1

m vidoo &

“tain | Access Contred |

Title Video
eeoription Description of Video

Wi m
ReEsOURACEt Mo
T Link add ink
Aadni 1 ir
== F¥0 Main resourss -— saluck

3.3.3. Access Control Management

Access Control in a meeting is the same as that in a Conference. There is Modification control, Domain
Control and Access Control. When adding to the Access and Modification lists, you can also add Groups
of users if any have been defined by Administration.

Modification ControlOnly the managers listed in the modification control, the creator of the meeting and
any administrators can access the Management Area of the meeting. However you can add a
Modification Key which means anyone with this key can modify the meeting without logging in.
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L ey
stain | Time Table[nocens Control | Toals |

Access control

Current slatus PUBLIC (mass it PRIVATE I

Usery allowvied to access

hroess key I— change

Domain comtrol

sManagers
[ —. T

add

Muodification key I— changs I

Access ControlWhen the meeting is public - Anyone can view the meeting including the programme,
timetable, abstracts etc. When the meeting is private - Only those in the access list, meeting managers
and administrators can view the meeting.

o NDICD) Eretn

This event is protected with an access key.

IF red by INDICH | sepportlssppor. com

When private you can also add an Access Key which means anyone with this key can access the meeting
without logging in.

Domain ControlThis is not available when the meeting is private, but when it is available it allows you
to specify which IP addresses can access the meeting.

3.3.4. Tools Management

The meeting Tools allow you to make certain actions on the whole of the meeting.
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AN EYTIEYT i i 7

| mtain | Tinee Table | Access Contred [Too0s

t Dielefe this meeting

Clane this mesting

@ Gul material package

o= Ciflime woih for yous mesting
JJ

Alarm control

Sl piect -

3.3.4.1. Deleting a Meeting

The delete meeting option will delete the whole meeting. You will be asked to confirm deletion first.

AT AT i« 7

saaln | Tinee Table | Access Controd |70

[ conFIRMATION [i¥

Are you sure that you want to DELETE the conference "Meeting 17

[Mata that ¢ you dalkata the confenence, all tha Eems bakow £ will also ba deleted

Yoo| ol

3.3.4.2. Cloning a Meeting

Clone the meeting if you would like to make another meeting the same, you have the option to clone it
just once, at fixed intervals or on certain dates.
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[ M tin o IRRTRIE

Main | Time Table | &coess Control| Tools

Clone the conference : Meeting 1

Chune the conference anly ance a1 the specified date;

ance: 'E 'm 'm clare once

w1 Idu-r[s] 'I

atmeting (01 v”.laruary - II!'EETI clona with inlaral
B s [01 2] [Javsary =] [ 2] ki —I

Chn [

Clome the sgesida gn given doys:

= e Il'nt :””““"!' :I p— ] rrecanth a)
wharting: ||]1 "'I Idanuanl "I 1505 'I clans gven duys
[ T | T | [ .
o Il thrrie (2

i

3.3.4.3. Packaging Material

Using the 'Get material package’ option you can create a package of all the materials that have been used
in the meeting.

T ALY ccting 14

Main [ Time Tabde | Access Controd | Tools

Get package

P 01 February 2005
F 02 February 2005

¥ Papars
F shdes

Main Resosarce

[ Gt anly miain resourcss Trom each mateial

get package | ecbacktotocis |
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3.3.4.4. Create an Offline version of a Meeting

Using the 'Offline web for your meeting’ option you can create a copy of your meeting that can be used
offline for example if you wish to store your meeting to a dvd.

T YEY - ctins 1

“iain | Tinse Table | Access Contrel | Tools |

InfHCo support

<< BACKE TO TOOLS

3.3.4.5. Alarm Control

You can set an an alarm / reminder to alert people about the meeting, the alert will be in the form of an
email.

T LEERIET ] eeting 1.4

Maim | Time Table | Acoess Cantrol [ Toois

Sel ih am alarm @ MedtEng 1

Creale & new alarm

B arthis car [0 2 [y =[1EeE] [oA F
Whan sand the sleem? T Day bafore tha bea 3 ot i i m
£ Howr bafore tha baginnin I the reErar ||-|.|: -I
I
|
E
C
Sawe tha alarm #and 1his alarm mow | wand me the alamn &3 a tasl

_sancal |

This Meeting Management Area explained can only be accessed by Administrators or Meeting
Managers.

66



Chapter 3. Meetings

3.4. Meeting Management Displays

1 A

Using the icor®E=i as mentioned in the Management Area, you can display the item you are currently
modifying, this applies to material, sessions, contributions, sub contributions and the actual meeting. The
actual meeting display is what the user will be able to see when they access the rf&etindeeting

Display Area)

3.4.1. Material Display

When going into the material display from the management area you will be shown all the links and files
that have been added to the material along with any details of the material.

ﬁ ALY, aLcou leguut

Added Material - Meating 1

Huome Mater details

< Meeting Material

IR
-I terinl File bestbut

al Link (httg: f frsvrvenatreallink.cem

| CEEM | I o | Sugportd<ip@gort. cam |

If you have only one resource added it will open that resource, i.e if you have added just one url link
when you try to access the material display it will take you to that url. This Material Display can also be
veiwed from the Meeting Display Area that the user will see when viewing your meeting.

3.4.2. Session Display

When going into the session display from the management area you will be shown all the contributions
and breaks that have been added to the session.
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(T ALY, arro lagout

Session Wiew - Meeting 1

Home > Sexsion details

Session 1

Twesday, 01 February 2005

| 1] Contribution 2

| CERM | i by InDiCo | support@supgort.com |

You can click on items within the session display to proceed to the management displays for those items,
i.e. each contribution. If a person is diplayed for example a convener clicking on their name will allow

you to email them.

3.4.3. Contribution Display

When going into the contribution display from the management area you will be shown all the details of
the contribution and also which session this contribution belongs to.

E [EADMIM, acosunt - logewt

Contribution WView Meeating 1
Home = Contribetion details
SContribution 2
il: 1
Place
arting dake
[ Ftlan
Presente
Inchuded in spssion: Sesshen 1
" Iributions: | & cub contribatien 1
1 CERM | InDiCo | support® support.oem |

You can click on items within the contribution display to proceed to the management displays for those
items, i.e. the session it belongs to or any subcontributions that are under it.
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3.4.4. SubContribution Display

When going into the sub contribution display from the management area you will be shown all the
details of the sub contribution and also which contribution this sub contribution belongs to.

C AL, ol laguout

SubContribution View Meeting 1

Home > Subontribution detail

£Sub Contribution 1

nel nibution: Conkribution 2

| CERM | IWDiCn | sugportilsup@ort.oom |

Any items in the Meeting Management Displays which have the modificationgi?rdiplayed next to
them allows you to go into the management area for that item.

3.5. Meeting Display Area

The Meeting Display is the view that users of the meeting will see. If the meeting is public they will not
need to login to view the meeting. It is also the area in which you can access the modification areas if
you have access rights. There are various views in which the meeting can be displayed, the following
sections show the different views and displays of the different parts of a meeting. If you have access
rights to view any parts of the meeting you can do so by clicking on their name, for example material
(See material Display)

3.5.1. Indico Style

This is the default view for meetings in Indico. If you have modification rights to any parts in the meeting

you will see the modification icoEi?Which will take you to the managment area for that item.
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. [———— =] \foves on [--stdmys - =] | oty Elagin

“Meating 1™

chaired by chairperson

Description:  Dascription of Meeting 1

ESs  Material: e Matmrial 1
Tine Table: I Fal e Evbuae 2003 ||
Tuesday 01 February 2005 oot

0F30  Contmibation 1 @07 (B dec ]
Cescripbon of contnbution 1

® Hub tributan 1 (15

10:00 bresk
1030 Contribation 2 (15
Dascriplion of Contributian 2

Wednesday 02 February 2005 Lyt
(8:00  Contnbution 3 209
Drascripion of Contribution 3

ILCERN | Poswered kry InDico | sucoom®suoport.com | Last rcdiied 18 Februany 2005

3.5.2. IT Style

The IT style:
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Ecmw\ o | Elreenn e [--phdes - =] | madify (€ Ingin
Meeting 1is waisar
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DA DD Coniriation 1 B Vieo] W Mt Buliding (Mesling Roon 1)
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Sub Conirue 1 1w
Dascription of sub contriation 1 |
Sub Conibulion T 1%
ME off b gl tion 2
. bigas :
B3 AT Conbritabion 3 15| Mg Bl (Meclag Rosan 1)
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E
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s
]

T P T, Tee .-

oot || Pirsgrad by nDao | mpsori@support com | Lasl madified 10 Fabory D105

3.5.3. Simple Text Style

The simple text style:
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CEMBQOPR | vow: | el lexd = e |--stewye-- =l | mendify (£ login

ting 1 (Teesday 01 February Z005 co Wedneaday 02 February Z005) (Beecing Bullding
(Ewat ing+Eoor+-1Nesting Raom 1)

1

Pemccipticn of Mesting 1

09130 Comtribucion § (Meatipg Buildied)

Damccipbticn of comtribution 1

e =ub Cantribetios 1
Pesoripoion of sub comtribacion 1

o Sub Contribwtiom 2
Description of sub captributien I

L0:00  beak

1030 Contesbution 2 (Mesting Busleiss)

pemoripticn of Comtribution @

Wednesday O0F Peorwary 2005

D=:00  Concesbution 3 [Heeting Buildisg)
Demcripticn of Comtribution 3

i CERN | Powered oy InDRCe | suppsrt® supportoom | Last difimc] 18 Februar E

3.5.4. Administrative Style

The Administration style:
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ORGANISATION EUROPEENME POUR LA RECHERCHE NUCLEAIRE
CERN EuroPEAN ORGANIZATION FOR NUCLEAR RESEARCH

Meeting 1
Meeting Building (Meetng Foom 1) - Tuesday 01 February 2005 - 02:00

Dagesiphian of Miesting 1
Tharadep 0 Februerp 2005 Domarents

1. Contribution 1

Diesseription of contribution 1
. Sub Codtributicn 1

Iy, Sub Contribnstion 2

o break —
2. Conirbubion 2
Deseniption of Contribution X
Wistnurdpy O Fdruary 2000 ooty
3. Contribulion 3
Dieseription of Contrnbubion 3
3.5.5. Compact Style
The Compact style:
ﬁ:atnuiru |werw |Compactovin ®| | focus oo [--oldee- - =] | medify (& bogin
Maating 1
from Tuesday 01 February 2005 {06:00) 10 Wednesday 02 Februany 2005 [16:00) Sazmiora v ek Sramkn

ORI G wid b 1 Abping Badging 155 Widhiin | SROD Ca e bulkes X Waakig Baldig )

200 e B

430 Cankibubion 2T Mesdeg Bai fiag ] |

| CERM | Poweered by InDiCo | sepport@swpport.com | Last modified 18 Fabrary 2005

3.5.6. Parellel Style

The Parellel style:
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74



Chapter 4. Lectures

4.1. Lecture

U

Lt

A Lecture is the simplest of events within Indico. A Lecture allows you to add material, give
details about the lecture and set the access control. You also have Tools in which you can remove, clone,
create offline versions of the lecture and set alarms.

4.2. Creating a Lecture

If you have the correct access rights within a Category you can create a new lecture using the 'Lecture’
option in the Tools menu, you will be presented with a form similar to the one you would for a Meeting,
you are able to choose the default style in which the Lecture will be displ@esiLecture Display)

when you submit this form the Lecture will be created.

4.3. Lecture Management Area

The Management Area allows you to control the different parts of your lecture the following sections
will show each area of the Lecture Management.

4.3.1. Main Management

From the Main tab, you are able to modify the details of the lecture including title, description, location,
dates, chairpersons text and default style of the display.
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ST LR | ecture 115

Fain | Acoess Control | Tooks |

Tithe Lacture 1
Descriptien Desirption of Lechure 1
Hace
Start date Wednesday 23 February 2005 08:00
il date Wednesdsy 23 Februsry 2005 18:00

Addiisnal inla

Smpport email —not set— ity
halrpersons Text
Default style Ladyre
Visibility up 9593 levals
Chairpersons 7 CHAEIR,; Persan rEmoee
Rk
Baterial » I

I 0y Materal Added

Addrnnal malerisl = HI‘HI

Sfatis close

From here you can also add any chairpersons, add or modify mgsa@&Materialpr close the lecture -
closing the lecture will mean that it can no longer be accessed.

The frames surrounding each management area, give you access to either the modification area above or
to a display of that area.

o Materio P IE

P Q
Clicking on the left hand ico B will take you to the management display area for the area you are
on, e.g.materigbee Material Diplay)

4.3.1.1. Material

You can add material to the lecture, by using the 'add’ option in the material section, you can then enter
the name and description of the material.
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ST EvwemtlLecfure 1

F_M1 al M

Plain | Access Cantrol

Title Maternsl Sdded
Desiription Desmiption of Material added

™ Material Link

Sl resnirce

- N0 Mar MESouree — welect

Once added you have the options to add links or files to your material, one of these files/links can be
classed as the main resource. You also have an access control tab within the material for you to control
who has access to view the material.

4.3.2. Access Control Management

Access Control in a lecture is the same as that in a Meeting. There is Modification control, Domain
Control and Access Control. When adding to the Access and Modification lists, you can also add Groups
of users if any have been defined by Administration.

Modification ControlOnly the managers listed in the modification control, the creator of the lecture and
any administrators can access the Management Area of the lecture. However you can add a Modification
Key which means anyone with this key can modify the lecture without logging in.
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ol L e cture[TETSEEE

sain[nccess Control | Teals |

Current status PUBLIC (maks & FRIVATE y

Ivers allowed to access
L]

ALcnss Iu.-rl— changs:

Domain contraol

Modiflcation comtrol
Managers
fusarn sliorsad ta modify] baitio)
atkd

Muodification key ehafge

Access ControlWhen the lecture is public - Anyone can view the lecture . When the lecture is private -
Only those in the access list, lecture managers and administrators can view the lecture.

. iDIED) Eretn

This event is protected with an access key.

IF red by INDICH | sepportlssppor. com

When private you can also add an Access Key which means anyone with this key can access the lecture
without logging in.

Domain ControlThis is not available when the lecture is private, but when it is available it allows you to
specify which IP addresses can access the lecture.

4.3.3. Tools Management

The lecture Tools allow you to make certain actions on the whole of the lecture.
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AN YIYYY] - 7

Main | &ccess Cantral [Too0s |
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Clome this bectwre

@ Gt materlal package

= Dffline web for your lecture

is

Alarmn conbrol
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4.3.3.1. Deleting a Lecture

The delete lecture option will delete the whole lecture. You will be asked to confirm deletion first.

YT - cture 1.4

stain | ccess Contreld [Tonls

'|J;|- COMFIRMATIONMN 'I--J:L

Are you sure that you want to DELETE the conference “Lecture 177

{Mote that it you delete tha conferencae, al the items below it will also ba deleted)

Yool 1

4.3.3.2. Cloning a Lecture

Clone the lecture if you would like to make another lecture the same, you have the option to clone it just
once, at fixed intervals or on certain dates.
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4.3.3.3. Packaging Material

Using the 'Get material package’ option you can create a package of all the materials that have been used
in the lecture.

18 LP’-’-'J"-'

stain | Access Controd [T on)-

Get package

Contributions scheduled om:

F 23 Febnary 2005

Malm BEesowmrce

[T Gat ordy main resouncas rom sach material

N
fram E e VErY Ll now

guipackage | <<backtotodls |
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4.3.3.4. Create an Offline version of a Lecture

Using the 'Offline web for your lecture’ option you can create a copy of your lecture that can be used
offline for example if you wish to store your lecture to a dvd.

18 Lecture[lereity

“ain | &coess Centrol | Tosds |

Offline website

Saton sarvaral tme
InDICo suppart

= BACK TO TOOLS

4.3.3.5. Alarm Control

You can set an an alarm / reminder to alert people about the lecture, the alert will be in the form of an
email.

N Y TYTRY  cture 14
Main | &coess Control| 1oels
St up an alasm @ Letiure i
Creale o e glare;
® st this date o 2] [away =[5 2] [oH =]
Whan send tha slew? [ afcre thio baginring of H fororce [;uj-l
[
=
=
[ tncude a kest ver
sawe the alem I send this alam now I send me this alam as a best I
canoel

This Lecture Management Area explained can only be accessed by Administrators or Lecture
Managers.
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4.4. Lecture Management Displays

1 A

Using the icorBE as mentioned in the Management Area, you can display the item you are currently
modifying, this applies to material and the actual lecture. The actual lecture display is what the user will
be able to see when they access the ledtBee Lecture Display Area)

4.4.1. Material Display

When going into the material display from the management area you will be shown all the links and files
that have been added to the material along with any details of the material.

-3

T C ADMIN, atTol lngout

Added Material

Leciure 1 Material deta

Material Added

ﬂ il Material File fastet

rial Link (wivewd, ntraallink, com

| CERM | InDiCo | support@support.com |

If you have only one resource added it will open that resource, i.e if you have added just one url link
when you try to access the material display it will take you to that url. This Material Display can also be
veiwed from the Lecture Display Area that the user will see when viewing your lecture.

4.5. Lecture Display Area

The Lecture Display is the view that users of the lecture will see. If the lecture is public they will not need
to login to view the lecture. It is also the area in which you can access the modification areas if you have
access rights. There are various views in which the lecture can be displayed, the following sections show
the different views and displays of the different parts of a lecture. If you have access rights to view any
parts of the lecture you can do so by clicking on their name, for example ma&eaimaterial Display)

4.5.1. Lecture Style

This is the default view for lectures in Indico. If you have modification rights to any parts in the lecture
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you will see the modification icolﬁs.which will take you to the managment area for that item.

Eu‘lﬂnr‘p o | LSS =l meodify (Z hogin

4 LE I:_tll re 1“ Wednesday
f

by r Berson

Descripsion ; Description of Lecture 1

ﬁ; Msterial ; B Material g ded

| CERM || 7 InDiCo | supgort® suppartcsm |

45.2. IT Style

The IT style:

ﬁ. stegory |viee | T 2 =l | modify [Ewon
Lecture 1 s ssterial added)
Desciiplion of Lecis 1

eyl aminie
Chaired e (=i Parion

oo | Powarad by rieco | muppori@emon con | Lagl modiad 23 Fesnary 2005

4.5.3. CDS Agenda Style

The CDS Agenda style:

B cazeanre 1 view [o05 Ao stve =] | i Elogin

Dot Time: Wednesday 23 Fabrusry 2006 from 0800 10 1800

Contaat: Chair Persan
Description: Doscnpdion of Lectus 1
Muberial; [ Material ddded

[LcER? | Poswered By Ingico | supoors®support.com | Last modiied 23 February 2005
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4.5.4. Static Style

The Static style:

Chapter 4. Lectures

E:qtrqor\l . = | modify (. login
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4.5.5. Simple XML Style
The Simple XML style:
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4.5.6. Event Style

The Event style:
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. E— = | modify = houin
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